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Chief, General Services Office 5 February 1954

Chief, Records Services Division

Activity Report for Week Ending b Pebrumry 1954

The principal ectivities in the Records Services Division for
the week ending & February 1954 were:

&. The Handbook on Disposition 1a being redrafted in sccord-
ance with comments received frow members of the Records Management
staff,

b, Arrangements have been wade 40 wove to the Records Center
approximately 8 file cabinets of NI8 material which originally hed
been proposed for wlorofilwming. In addition to saving approxiwately
$2,000 in filing equipment, several thousand dollars in microfilm-
ing will sla0 he saved,

a. A records analyst has been assigned to work with OSY in
developing plans for disposition of their records. Bo far, spproxi-
mately 100 different categories of records heve been identified and
deseribed.

d. Arrungements have been made with Logistics Office to
utilize exlsting stocks of file folders before converting completely
to the use of the standard file folder as outlined in Notice Yo.

25X1

e, Arrangements were comzleted with the Map Divisioﬁ, ORR,
and the Personnel Pool, providing for the typing of certain identi-
Pying information on epproximately 50,000 file folders.

T, Work has already been started on the use of punched cards
for the preparation of the index to the File Manual. This will per-
wit considersable flexibility in rearrangement of the index and
elimninate consldersble clerical cost which otherwlse would be incurred
it it were done on &2 wanual basis. -

g. Requeate have bean received from & mumber of offices through-
out the Agency for 493 security desk trays, These offices have esti-
wated thet the use of the trays will eliminate the need for 65; aafe-
t file cabipets costing $15,500. The cost of the trays will be
$%?;h0. The savings, therefore, represented by these 493 desk trays,
amounts to $8,560. We are now working with the Logisties Office in
developing the specifications for the trays and requests for bids
will be submitted.

h. Mlcrofilming of aspproximately 56,000 items for OBY Chemistry
Card File was completed, -

1. Requests for new, revised or reprinted forms were spproved
amounting to 185,500 copies. _
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3. All renovations requested for the Recordes (enter have been
coupleted.

k. Arrangewents were umade to provide specialized training for
six of the Records Center personnel in various phases of records
wansgement through the facilitles pPferad by the Oraduate School,
Depertment of Agriculture ani American University.

1., There has been & significant incresse in the number. and
volupe of records transferred from office space to the Records Center.
During the month of Jenusry 1954 there were 30 Jifferent accessions.
The average number of accessions Auring the entire year of 1953
amounted to 20per month. :

m. The Machine Records Branch completed the special T/0 Por
- DPD/P erem on 2 Februsry. This represented unusual efforis on the
part of a nuwber of persons {n the Machine Records Branch. | | 25X1
Chief, Classification and Wage Division, PO, expreseed his complele
satisfection ani appreciation for the special efforts made t0 com-
plete this project on gchedule.

n. Arrangements were made for the intra-Agency dtranefer of 2
employees to the Machine Rerords Branch to fill vacancles created
by a nuzber of resignations during the past thirty days.

o. Mr. Angel, National Archives and Records Bevrvice, has ree
quested that we sot up & weeting with the representative Irom the
gecurity Office who has been designated to discuss matters pertaining
to the Kational Selective Bervice records.

p. Arrangepents have been pade for m meeting on Tuesday,
g February, with| |to discuss matters 25X1
perteining to Agency Tinance TECOrds generslly.

q. Arrangsments were made for a meeting with| | Pez-  25X1
sonnel Office, to disouse with him an over-sll project having *o Ao
with estsblishing a system for the control and disposition of :
personnel records throughout the Agency. This will be coordinated
with a survey previously plenned by the Personnel Office having to
4o with & survey of Personnel forus, particularly thoee having to do
with the Fmployse Record Curd.

25X1

.
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Report for week ending 3 February 1954 from
W?’iz 48D GG&&WPOWE %Ammwr ﬁ‘ﬂﬁﬁgﬂ

el barg! Cuide - Corpleted the section, "Preparing a
Quegitiomnalire,” and a first draft of the section, "Heport

2. Prooram Promotion - Outlined plans for a brochure to

Iauneh our next phase of correspondence managenent =~ that
dealing with affective writing and the usze of form and
pattern correspondence, Ve propage to dlatribute the
brocshure by semoranda to chiefs of components, In the
memoyandun we will request an eatimate of the componentis
requirements for coples of the VWriterg Guide.

25X1

o K process or proposad by the Bramh S
ntted ms material for inclusion in |_gmje¢t 25X1
xm& ﬁlm

25X

BRIGT, Neports & Corcespondenca
Management
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Report for the Week ending 4 February 1954 from
RECORDS DISPOBITION BRANCE

Disposition Handhook

& corrscted draft of the Disposition Handbook is being
typed. This copy will reflect the suggestions offered by Staff
newbers of the Division,

Office of Research and Reports

After peveral false ptarts on the part of ORR Records Officer,
srrangements have been wade to transfer B cebinets of NIS back-
ground materisl to the Records Center. It was the intent of GER
to wlerofiln this weterial,

The mssignel anslyst continues 0 wae disposition plans for
the records of this office. As of this date, 100 items have been
desceribed, covering sn estimeted 175 linesr feat of records, mein-
tained in approximstely 450 feet of filing space.

2541

Chiwr; TETUTON DINPORITIUN DUBHCT
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Repart for Week Ending 4 February 1954 from

25X1 | !ratmmg from jury duty 2 Pebrusry 1954,
moved from voom to rogs 126 and resumed research on the
Porms Index project.

25X1 Qmm& from roow 126 to room 129 in T-32; he
1ikevige N een in attendance during the weelk at the 13th
Agency Orientatlion Course.

A Loglstics study for presentation to the AUD/A justify-
ing four sdditiconsl coples of the new Order - Involice - Voucher
form, 3P-147, was reviewed and conourred in. Approval of the
hAgency Head is required to suthorigze in excess of the six-parte
presoribed by GBA Regulation 1-11-127.

Qurvent requasts for epprovel of new, revieed snd reprinted
forast

No. of requests No. of coples
Wew e 55,000
Revisions 5 117,000
Reprints ) 13,300
Totals 12 185,500
25K1
ChieT, £ome neh
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Report for week ending L Pebruary 1954 from
RECORDS SYSTEMS BRARCE

25X1| | whicn standsrdtzed certain types of folders,

was discusped with the Btock Control Staff. UOne of the folders stand-
sriized 1z pot in stock becsuse of the large quantity of a similar

type folder already in stock. An informal sgreement wae reached to

the offect thet the Procurement Division would purchase a small quantity
of the stendsrd folder (with the reinforced tab) providing this office
would submit s memorandum reguesting such sction. This wemorandum

has Been prepared and submitted. In addition, Zhe wemorsndim requested
that sn inventory of the non-standsrd folders on hand be imken and sub-
nitied to this office in order that utilization of these folders wmay

be effected vherever possible.

PT Plans Stalf contacled this office with respect to procurcuent
of Armorciad pressbosrd folders. A weeting with the supervisor of
these files resulted in an informel s ment that the standard folders
%& b; used except for some “unusual® cases numbering apyroximately

T this off! discusged the proposed Regisiry and

25X1
25X1 25X1

Hessage Center Pirectory with Chie?f, Regulations Contirol
Bl was of the opinfon that the Directory should be
issped in Bandbock !‘Iurn. Additional recommendations which vere made
regarding the set up of the Directory are being incorpormted.

The Map Librery Division, OHR, requested the amsisiance of this
office in setting up s Mep file {epgroxiastely 50,000 folders). -
Arvangements were mafe with the . to prepare thege folders. The Map
Mvision was sdvised to clear this coperation with the Security Office
s04 the sgencies that preparc the msps. Upon checking vith the Dept.
of Deferse, they were informed that uncleared persomnel, {.e. the Pool,
eordd not see the mumbers of the maps. ‘

Arvangenents have been made with the Machine Records Branch to pre-
pare tadulating carde for the Alphabetical Index of the Filing Hendbook
on cerds. This vill facilitate the gorting, checking, erranging anmd
preparation of the finsl cepy of the Index.

25X1 | [1s att.enai:g the four day orientstion gni:m .
pending

given at the Department of Agriculture in the wormings, and

hie afterncons with the Machine Division of OUD, He had wade & start
on an ney-wile microfilsing survey but further action on this tms
boen delayed until next week.

¥e have received, to date, requests Tor 493 security desk trays
and there sye a numder of offices yst to be beard from. Approximate
el of this number were ted by (BR. The requesting offices i-
cated & tots)l savings of 65% safe cabinets vith a replscement value of
$15,500. 'The estimated cost of the bomes is $5,9%0, leaving a net
B of just-uader $°8,560. However, the Procurement representative
anticipates that the prices given us by the original wamifacturer will
e considersbly reduced if the order is placed on & b»id basis.
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Yital Vpterinls

We hsve bean agsured by ¥r. Bave of the Space, Maintenance and
Pacilities Division, (80, that rocs 11k, North bullding, will be avail-
able to us on or bebore 12 Pebruary. Upon the svailsbility of this
m‘i wve shall continue the wicrolllming of the Bifographic Reglpter
doasiers.

The ui&roﬂmin? of the OSY Chemisiry Card File has been cowm-
pleted. This card ?

e mwounted to 58, cards.

gervice Tacllities wers inspected by Colonel

ths reduction in forece vhich It wvas expec A e TYICE
Srivers will not mow ¥ 4o then, The wen had been informed of the
possidbility of this tion in force snd have now been told that
they peed have no further concern.

Toe Mail Conirol Section received twenty requests Tor special
servics from the Pioance and Machine Records Branches. These requests
were bandled as follovs:

Bipht {8) requests were handled as specials.

Eine ($) requests vsre delayed a total of 4 hrs. and 10 wia.
+0 luck of vehicles.

Three {3} were incorporated on other scheduled runms.

25X1
ot
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Report of the RECORDS CETER IRMNCH for the week ending 3 February 1954

The various items of repalr end renovation requested by the
Certer have fow been completed.

' ' 3 S . f transiors,
Accessioning activity, in terms of ithe nuzLer © nsi
has sh;wn 2 merked increase curing the past month. Thirty
jobs were corplebed during the month of Jamusry., The avere
age for 1953 was twenty jobs per montha.

‘ ' : for certain
Trainding in non-CI& facilities has been requested :
p;rammgel of the Center, The formal requects are noW being
procested,

25X1
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Report for week ending 3 February 1954 from MACHINE RECORDS BRANCH

Adwindstrative:

25X1

Manasgement and has been asslgned to the Personnei oSection
as an operator (trainee),

25X1]

25X1

|naa inter—
Yiewed regarding & trensler Lo FMachine Regords praneh., O

appears to have the requisites for a position in this Branch,
and s request for her transfer has been submitted,

Operational:

Unvouchkered Agcount Section - |
of Audit Office met wit

Machine Records Braneh to discuss furnishing them with detailed
information dealing with expenditures, This present schedule
‘of reports to Accounts does not serve the needs of the Audit
Office, and it was agrsed that we would furnish them with the
reports they have reguested.

Specisl Projects ~ A speelal indexing project has been
undertaken for Reeords Management, This is a comparatively
small project in eard wolume, but will save considerable time
in preparing an index and processing changes that affect the
index over a manual system.

The special T/0 for DD/P was completed and delivered to
them on February 2 as previously agreed.

L s

25X1
Chief, Maehine Records Braneh

t..ONﬁD bie i
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APPERDIX B Week ending 4 Pebruary 1954
hverage Week
This Week Last Piseal Yesr
1, MWorofilming _ 21000 18.6
sage - Rotary Camera 000 2
Tuages Filsed Flat-bed Cawers 14,043 9 72;
2., Maill Activities

a. Fost Office ¥ail 6.166 5. 06
Sugotng 6,550 5,537

h. Postage expended $ 7188 .48 $ 800.12

¢. Bcheduled courier trips 315 2Lo

4. @pecisl courier irips 89 55.3

e, Inggzm ney wall by courder 1,002 956
&mgoinng 1,249 1,313

£, Personne) actions: N .
Beorultments . -
Separations

g, Use of Motor Pool Yehiclen: s )
Available _ < -
Available but delayed 3 -
¥ot avallable 5
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